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1, ORIBRAL

'ithis mmm ostsbllishes pulieiw, standarde and pmcadma for
10 man nt of Age ndence, It supplements Rezulation
— and Handbools which state in broad terrs the 25X1
policles and rethods of administering ihe Agency-wide Records lMan~
sgement Program, This Progran encompasses the creation of records,
thelr msintensce and use, and thelr &l a!.té;an. Correspondence
managevent is an aspect oi‘ rocords orea

2., PURPOSE AND POLICIES

The gosl of the km* g Correspondenca Hansgement Frogram ia %o
produce high quality essential correspondence prorptly by the
ﬁgst and least expensive mesanag, T that end Agency personnel

&, Answar or acknowladge corregpondence within five workm; ]
from 148 recelipi, i

b, Adhere to the approved procedures and formg
soribed in the Agenay Correspondsnce Handbook,

8. Strive for a stresrlined effective writing aiyle.

d, Substitte costly writben or dictaled corroapondence wﬁ.t’n
less exponsive alternadives whanever possible,

¢, Prevant the preparation of umnecespary coples.
3. DEFINITIONS
sspondence includes a1l wmemorands, letters, and ﬁimwhaa

ceTBdlng operational reports) sent or received by &bmmy pergonniel
in ?:fm exscution of their offioial duties, E
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Form Jetters are printed or reproduced letters, usually stocked
vanee, r mailing repetitive information to numeroug :Ieati-

na i:ians.

¢ty Pattern letters ars sample letiers used as models for carres«-
pondeénce preparsd fo appear as if individually dictated or drafied,

d, Patile sracraphs are sa'ple paragraphs used as models i.n
typing other paragraphs of the same nature,

&. A correspondex is a visible index to form letters, pattern
letters and pai%n' - paragraphs,

PROGRAM SCOPE AND ESSENTIALS

8, A progra: for reducing correspondence costs and improving the
quality of essential correspondence shall be established and maine
tained within each major Headquarters' component., Hach comonent
{area) program shall provide measures to: |

(1) Ensure that area personnel adhere o the approved
procedures and format stendards of the Agency i
Correspondence Handbook,

(2) Develop form letters, pattern letiers, and mat%ern
parsgraphe as substitutes for written or éietated
gorrespondence,

{3) Determine whether informal gubstitutes such as
handwritien notes or ielephone conversations can
supplant certain forms of correspondence,

(L) Eliminate the preperatlon of correspondence trans-
ml tEing forms, reports, or publicstions that sre |
self-explanatory, or recomaend revisions to these
documents so that transmittal correspondence is
WMSCe SR

(5} Ensure that every copy prepared is egsential,

{6) Determine individusl writing weaknessea and @mvida
standards for their correction,

b, The minimum measures for conducting an avea program arei

{1) An initial componentewide correspondence survey :!.:wiésnt
to insialling the program,
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(2) i periodic corponent
Inast sawmslly thereslier,

£, RETPONSIHILITIRG

s, The Deputy Divectors (Adwinigiration), (Intelligence),
{mms), ﬁw I&wc’wr of Treining, and the Assishant Mrestors
for {Come " ad {Persomnel) shell snoure %at ares|
mgrm m tnatalled and continued within thelr mr@mm%.
genaral an aree program w1l be adeindatered ot each level
m o Ares Tecords Offlicer has been sppointed, Frograme for
mamwmtmemwmmwafﬁmﬁn%
adinistered by a nosber of the Uffice of the Compiroller,

be Uidefs of components having avea prograss shalls

(1) Determire shether progyan scope shall exoesd t%mt
dafined in tdws regulation,

(2) Dnmure that a progrss % nesd Hhe reguisemonis af
thie rezalation 1s installed mad continued,

{3) Provide progran progyess repords upon request,
¢, - e Comptroller shalls

(1) Plan, develop, ad drect the brosd aspects of a ctnm
ﬁmz;ix Apengy«dde Sorrespondense Menageumnt z’wmu

(2) TFormilate ibe pemorsl polieles, procedures sad }
stendaxds for eren vorrospondence navagensant prog: wm.

{3) Collaborato wlth apwam and steff of floaisls in
W aras prograss o spet e gpecilie neods z;f
sepopgnts, and rrovide mﬁ_ﬁ% and personeal assistince
m mmzimg and w&t&m@ tinee JrogrAn, ;

{4) Provide mutarial and personal suldance for m-tm-%}b
tredning, or collaborate with ?ha Mrector of m:%&iru;
on courses in She methods snd techniques of mrmm-

;mﬂmm s agement,

{5} In gooperstion with Area Hecords Ufficers snd nﬁmr

operating parsoninel, conduct corsospondenge stadles
loating to the dweiop@mt and nse of correspondente
gtandards and techniques having Agencyewrids wﬁ;limmv
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(&) Forslels mmm and aﬁ?@ atandards for e
proparation and Handling Wmmﬂ
MMth giides for telr Agencpeids

n atle % frpmovizg the weltlng 61114

{8}

(%)

d, frea Nmoopds Cfficere shall:

(1) ummawmmw rnalyate of the Offien of Ye
Cormplroller in iInatalling ad nalntnindne the orogran,

(2) ‘peem drect regponaibili r mmmwm
rasnge upon 1ie ﬂm%uagm. ‘

POROIE TERECTOR OF CIUIAL THTYLLIOHKTS

L, &. +J§ﬁﬁ;

wlim
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